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Form 13614-C Job Aid for Volunteers
Name as shown 
on Social Security 
records; see Pub 
4012, TAB 1 for 
information about 
hyphenated or 
double names

Current address 
where taxpayer 
will receive refund 
and/or other 
correspondence 
about the return

Job or Situation 
(e.g. retired, 
student)

Taxpayer must 
include everyone 
(except taxpayer 
and spouse) 
who lived in the 
taxpayer’s home 
and everyone 
the taxpayer 
supported who 
lived elsewhere.

List names 
as shown on 
Social Security 
records; see Pub 
4012, TAB 1 for 
information about 
hyphenated or 
double surnames.

Verify date each 
person was born.
Note: Incorrect 
birth dates may 
result in rejection 
of e-file.

If no, use 
Pub 4012, 
Determining 
Residency Status 
Decision Tree 
to verify that 
taxpayer and/
or spouse meet 
requirements to 
be U.S. residents 
for tax purposes.

Refer to Pub 
17, Chapter 20, 
for definition of 
“Legally Blind”.

Use Pub 4012, 
TAB C, Interview 
Tips to verify 
dependency 
status of taxpayer 
and spouse.

See Pub 4012, 
TAB B, Interview 
Tips for definition 
of marriage 
recognized 
by the federal 
government for 
tax purposes. 

Review page 3 
to see if taxpayer 
has provided 
additional 
information. Use 
page 4 to record 
interview notes.

If not a US 
citizen, determine 
residency for 
tax purposes. 
See Pub 4012, 
Determining 
Residency 
Status-Decision 
Tree.

Verbally confirm 
the number of 
months each 
person listed lived 
in the taxpayer’s 
home.

Important Reminder: Review all information 
in Section A, Part II and Section B, Questions 
1-5 before determining Filing Status and 
Dependency Exemptions. Use Pub 4012 TABs 
B and C to make your determinations.

Important Reminder: Do not refer taxpayers to 
the voltax email address or phone number for 
IRS help or refund information. Refer to the back 
cover of Pub 4012 for appropriate IRS phone 
numbers.
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Enter all W-2 
information; 
see Pub 4012, 
TAB 4 for entry 
instructions

If yes, verify tips 
were reported to 
employer; if not, 
complete  
Form 4137

Include only 
qualified 
unreimbursed 
expenses (Sch 
A); see Pub 17, 
Chapter 21

Check for tax 
benefits for 
declared disaster 
areas

Student 
Loan Interest 
adjustment; See 
Pub 4012 TABs E 
and 3

See Pub 4012, 
TAB D for 
information about 
(F1098-T)

If yes, determine  
if taxable

See Pub 4012, 
TAB E for 
alimony definition

See Pub  4012, 
TABs G and 6; 
compare credits 
and adjustment

Advise taxpayer 
of records 
requirements 
(Sch A); see  
Pub 17, Chapter 
24

If yes, ask 
taxpayer for 
provider’s TIN, 
check “DC” box 
on TaxWise Main 
Info Sheet, and 
complete F2441

Ask taxpayer for 
a copy of last 
year’s return 
for necessary 
information

Important Reminder: On page 4, list the type 
and amount of any deductible and/or qualified 
expenses not shown on a source document

Important Reminder: On page 4, list the type 
and amount of any income not shown on a 
source document

Important Reminder: During the interview explain and assist taxpayers with any items 
marked “Unsure” and mark them “Yes” or “No”. Correct any taxpayer answers that do 
not correctly reflect all information established during interview of the taxpayer.

Taxpayer 
may have a 
requirement to 
repay their credit
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Answer should be 
input intoTaxwise 
“preparer use 
fields” or as 
directed for other 
software.

Review taxpayer 
responses and 
provide additional 
information as 
needed.

All taxpayer 
comments and 
information 
should be 
reviewed before 
preparing tax 
return.
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See Qualifying 
Child, Qualifying 
Relative and 
Tie-Breaker rules, 
Pub 4012, TAB C.

See EIC 
Qualifying Child, 
Pub 4012, TAB 
H and Child 
Dependent Care 
Credit Qualifying 
Person Pub 4012 
Tab G

See Qualifying 
Child, 
requirements, 
Pub 4012, TAB C. 

See Qualifying 
Relative, 
requirements, 
Pub 4012, TAB C. 

See Qualifying 
Person for Head 
of Household 
filing status, Pub 
4012, TAB B. 

Important Reminder: 
The Certified Volunteer completes Section B while reviewing 
Section A and source documents with the taxpayer.

Section B does not have to be completed if there is no one 
listed in Part II Question 2.

Important Reminder: 
Section C must be completed by a Quality Reviewer (minimum 
Intermediate certification) after the return is prepared. The 
taxpayer should be present. The return must be checked against 
Sections A and B, source documents and other information 
provided by the taxpayer 

All bank 
infromation must 
be verified to 
eliminate delayed 
refunds and 
prevent fraud

Incorrect EFIN will 
cause tax return 
to be rejected

Incorrect/missing 
SIDN will cause 
tax return to 
not be properly 
identified as 
a VITA/TCE 
returns.p 2
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